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Newly hired employees will be able to log into ESS within the first two weeks of employment.   

 

Employee Self Service (ESS) is a web based program and can be accessed through the intranet or internet.  

 

To log on to ESS through the Intranet, click on the “Self Service” link on CODI home page. 

  

 
  

  

  

  

  

  

  

  

  

.   
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To access MUNIS through the internet, go to www.durhamnc.gov and click on the “Online Services” link. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

       

  
  

http://www.durhamnc.gov/
http://www.durhamnc.gov/
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 The following screen will open.  Click on “Employee Self Service” link. 
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By going through the internet or intranet links, the following screen will appear.  

  

  
Log in using employee’s “User Name” which will be your first name initial, last name and your employee number 

(Example:  Test Employee 381, the user name is TEMPLOYEE381) and Password is the last four digits of your 

social security number.  If your last name is hyphenated, be sure to hyphenate.  If your employee number is 

0XXX, drop the leading zero.  Make sure to use the initials of the first name that appears on your paycheck, not a  

 
After your first login, MUNIS forces you to change your password from the last four digits of your social security 

number.  

• Current Password is the last four digits of your social security number.  

nickname.   

  
  

For Test Employee 381, user name is  
TEMPLOYEE381   
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• New Password is the password you select.  

• Confirm New Password – repeat the New Password.  

• New Password Hint – enter a hint that can be emailed to you if you forget your password.  

  

  
  

Please make note of this password and store in a secure place.  
  

If you forget the password, you can have the hint emailed to you (if you have an email address in the MUNIS 

payroll system).  If not, you will need to contact the Technology Solutions Help Desk (560-1085) and ask them to 

reset your ESS Password.  Technology Solutions does not keep a record of your changed password.  The system 

will force you to create another password once it has been reset.  
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Once you click “Update”, you will receive a confirmation that the password was successfully changed.  

  
  

Once you have successfully logged in, you will see the Home page.  Double click on “Employee Self Service” 

link and the “Welcome to Employee Self Service” program opens.  
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The below screenshot has various areas numbered.  Each numbered section is explained in detail following the  

  

  
  

screenshot.   
  

  

#2   

#3   

#5   

#1   

#4   
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such link is the “Retirement Portal” that provides an abundance of information for an employee thinking 

of retiring.  

  

  
1)   The menu on the left hand side of the screen shows all  options available.    The areas can be accessed  

through these links or from the various panes on the coverage page of Employee Self Service.   

  
  

2)   This ribbon shows your name|Home| My Account | Log Out  –   

If you wish to change your password, check on My Account and   change your password   

3)   Resources  –   Click on this and a list of HR and Payroll forms and links to various sites will appear.  One  

#6   

#7   
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If you click on “View Profile”, your MUNIS profile will appear.  Disregard the information under DOE 

Race as this is not applicable for the City.  If there is an error, click on the words Human Resources to 

access the link in the sentence “Mail corrections/comments to Human Resources” and an email will open.  

 

  
4)   Personal   Information  –   this window shows your name, address, email address(es) and phone number(s ) .    

   PLEASE NOTE: 

 Additional resources can be viewed by using the 

scroll bar. 

  
Click on the link “Return to Personal Information” .   
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A window will open for the edits to occur.  Make the appropriate edits and click on “Update”.    

The changes populate into MUNIS LIVE so verify all changes are correct before clicking “Update”.  HR will 

receive a notification that changes have been made.    

  
  

The following screen will appear.  Changes and ad ditions can be made to your address, alternate email address,  

telephone number and emergency contacts.   To edit your address or alternate email, click on “change”.     
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5) Scroll down to read instructions regarding Human Resources and Payroll instructions for handling the 

forms under Resources.  

  

  
Once the update is complete, a message will be received that the information has  been successfully updated.   

  
  

6)   This frame displays check information.  The “Last Paycheck”,”Year to date” and “check amount” is  
reda cted on the home page.  To display this information, check on “Show paycheck amounts”   and the  

amounts are no longer grayed out .  Click on “View details” if you wish to see details of checks.   

This window shows Paycheck simulator, view last year’s W2 and Vie w your W4 in this window.  The  

same fields can be accessed through the tool ribbon on the left hand side of the screen.   

  

  
  



EMPLOYEE SELF SERVICE PROCEDURES    
  

  

 

Updated 05/27/15                                                          Page 12  

      

  

The next feature is the Pay/Tax Information.  Pay/Tax information can be accessed for 5 years.  Select the  

 

All check information will display for the selected year (see below screenshot).  To view the details of a specific 

check, click on “View Details” link on the right hand side of the check.  

  
  

Year-to-Date Information summary is available for the same years the detail is available.  Select the year through 

the drop-down listing by clicking on the arrow.  

appropriate year thro ugh the use of the drop - down  list by cli cking on the arrow.   

  
  

Select year   
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W2 summary information is available starting in 2007.  This summary information is NOT a legal W2 

replacement for filing taxes.  Contact Payroll if an IRS replacement W2 is needed.  
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Updating W4 and NC 4  
  

Forms are located under Resources (top right corner of the screen).  Print and complete this form and send to 

Timekeeper.  

  

Scroll down to the Paychecks area.    

Select change your W-4 to display current W-4 (Federal) and NC-4 (State) Withholdings to update.    
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Update your Marital Status and/or Exemptions.  Select the box to check the Under Perjury clause…  Select 

Continue.  
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Select Submit  

  

  
  



EMPLOYEE SELF SERVICE PROCEDURES    
  

  

 

Updated 05/27/15                                                          Page 17  

      

  

  
  

  

You will receive a confirmation email.  
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Paycheck Simulator  
 

The Paycheck Simulator does not change anything within MUNIS LIVE.  This is a tool to be used to find how the 

tax liability changes if you change marital status, exemptions or amounts of deductions.  Various change 

scenarios can be entered and submitted.    

  

NOTE:  The deduction cycle has 1 – 5 as a selection.  If you want to see how your first paycheck of the month 

will change based on changes in deductions that are taken in the first paycheck only, select cycle 1.  Cycle 2 is the 

last paycheck of the month.  In months that we have 3 checks, the middle check is cycle 3.  Cycles 4 and 5 are not  

 
To see the take home pay in the first check of the month , change the amount for 401K Employee Contribution 

from $150 to $500 and hit “Calculate”.  

used.   
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Once the calculation occurs, the current and simulated amounts will show.  Note:  The 401K contribution was 

increased by $350; however, the net amount of the check only reduced by $271.65.  The 401K is a pre-tax 

deduction and therefore the calculated amount shows the tax savings on the increased amount.  The federal tax 

and state tax liability difference is displayed.  How the Net Pay is impacted also displays.   

  

To try different scenarios, click on “Return” and continue the various changes.  This will not change anything in 

the payroll system.  This is a tool only to allow you to try various changes in the deductions.  If you wish to  

 
7) Time off pane on Employee Self Service page is a graphic summary of available and taken leave time.  

Click on the Time Off selection in the Menu located on the left to obtain the detail time off screen.  When 

Time Off is selected, a summary of available accrual time will be displayed.  To find what dates are 

included in this available balance, click on the summary link to the right of the accrual.  

  

NOTE:  Please keep in mind that used keyed leave does not post until pay day Friday night. Click on “Summary” 

to verify time has posted.  

actually change your deductions, contact HR.   
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8) Certifications option appears in the menu on the left hand side of the screen.  Click on this to open any 

certification information MUNIS has recorded for you.  

9) The Training Opportunities link will open the Training classes available.  Before enrolling in a class, be 

sure to obtain your supervisor’s approval.     

 
The window opens in date order but can be sorted in alphabetic order by clicking on “Description” in the title bar.     

To enroll in a class, click on “Details/Enroll” and the class information opens.  
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Click on “Enroll Now” to enroll in the class.  If “Enroll Now” selection is not available, a message appears that 

the enrollment deadline has passed.  

The system will show “You have successfully enrolled”.  If you have Outlook on your computer, you may add a 

reminder to your Outlook calendar.  If the class is full, you will receive a message that you have been placed on a 

wait list.  If someone in the class cancels, employees will be enrolled in the class from the wait list in the order 

they were waitlisted.  
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When “Add this scheduled item to my calendar” is clicked, the below screen pops up.  Click on “Open” to open 

your Outlook calendar.  
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An appointment opens with the appropriate class information.  Click on “Save & Close” and this will be saved on 

your calendar.    
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Click on “My Training” and this now shows on my training schedule as scheduled.  

  
  

  

 
When “Details” is clicked, the following screen appears.  This shows I’m already enrolled.    

Training can be cancelled by clicking on the “Cancel Enrollment” or through the “Cancel” link to the right of the 

class (see the following two screenshots).     

  

When you return to the Training Opportunities screen, t he  scheduled  class now shows “Details*”.     
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this class, click “OK”.  If you clicked cancel by mistake and didn’t want to cancel, click on “cancel” and the 

action to cancel the class will be stopped.  

  
  

  

  
  

When  either of the above  “Cancel”  selections are   clicke d, the below message will appear.  If you meant to cancel  
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When “OK” is clicked, the following message will appear:  

 
  

Click on My Training and the class is no longer scheduled.  If you placed the class on your Outlook calendar 

when you enrolled, cancelling the class in MUNIS will not remove the class from your calendar.  Be sure to  

 
  

  

  

  

  

  

  

  

  
  

delete the appoin tment on your calendar.   

  
  

Once you are finished in employee self service, be sure to  Log   O ut .   
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VERY IMPORTANT:  To protect your identity and confidential information, close the Internet Explorer  

 

browser/ window by clicking on the red X in th e upper right hand corner of the screen.    Failure  to  close the  

internet may result in someone else being able to view your information.   

  

  

  
  

  


